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OPTIONAL FORM NO. 10

UNITED STATES GOVERNMENT SEGRET

Memorandum

TO : Chief, Records Management Staff DATE: 20 June 1968
25%1
Attn :
FrROM : Chief, Audit Staff
suJecT: Revised Records Control Schedule for Audit Staff
Attached is an Audit Staff Records Control Schedule
which has been revised to amplify Schedule No., 33-65
approved 28 April 1965,
25%1

Chief, Audit Staff
Attachment
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RECORDS CONTROL SCHEDULE ECRET
SLCRE 1 SE— 2531
OFFICE, DIVISION, BRANCH SI1GNATY
TITLE 1
Audit Staff Chief, Audit Staff 20 JUN 1968 ]
ITE FILES IDENTIFICATION VOLUME )
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES ) (CUBIC FT.)

1 |SUBJECT FILE /
APPROVED A3, 4

Consists of correspondence, reports Date

o CIA RevoTus Acministration UZZlcer -
. and related forms pertaining to the

administration, operation and organiza-

tion of the Audit Staff.

a. Records documenting organiza- Permanent. Disposal not authorized.
tion, management and policy in Retire Headquarters/Field dispatch
operations of the Audit Staff, and correspondence files to Records
1947 to date. This includes ' Center after three years, and retire
dispatch and correspondence other files when inactive. (Retire-

. files between Headquarters and ment requires concurrence of Chief or
field. | Deputy Chief, Audit Staff.)

b. Records relating to the adminis- Temporary. Review annually and
tration of the housekeeping A destroy obsolete material.

functions such as finance,

personnel, security and

training.
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3
c. Chrono correspondence and SE‘ RET Temporary. Retain for two years,
report files. then destroy.
d. Cable files. Temporary. Retain for two years,

then destroy.

2 AUDIT REPORT FILES

. Consists of audit reports and Permanent. Disposal not authorized.
related correspondence applicable to Retire to Records Center when inactive
audits of Headquarters components, (Retirement requires concurrence of
projects, stations, bases, and miscel- Chief or Deputy Chief, Audit Staff.)
laneous activities of the»Agency,[::::] 25%1

1951 to date. ' 25%1

3 PUBLIC ACCOUNTANTS' AUDIT REPORT FILES

Consists of true name audit reports Permanent. Disposal not authorized.

. issued by public accounting firms cover- Retire to Records Center when five ,
5%1

ing audits of ‘Agency projects and other years old or when no longer active.

activities, (Retirement requires concurrence of

Chief or Deputy Chief, Audit Staff.)

cdepet
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4 | WORK PAPER EILES SECRET
Consists of detailed work papers Temporary. Maintain work papers
produced in connection with audits of covering last two audits and destroy
Headquarters components, projects, prior work papers. Retain work papers
stations, bases, and miscellaneous relating to terminated activities for
activities of the Agency. two years after cut-off date of last

audit, then destroy. (Do not destroy
any work papers relating to uncleared

audit matters.)

5 | LIBRARY MATERIAL
Bound volumes of reference material Temporary. Disposal not authorized.
consisting of Comptroller General's Return to Library when no longer
Decisions, Accounting and auditing text k needed.
" books, dictionaries, etc.

6 REFERENCE PUBLICATIONS FILES

Consists of Agency regulations, Temporary. Retain rescinded or
notices, handbooks, allotment codes, superceded material for two years,
station codes, etc. then destroy.
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SECRET

7 MATIL CONTROL LOGS AND DOCUMENT RECEIPTS

a. Top Secret Log Destroy ten years after documents are

downgraded, transferred to Records
- Center, destroyed, or sent outside

control point.

. b. Top Secret Cover Sheets Destroy ten years after document has
been downgraded, destroyed, or sent

outside Agency.

c. Secret and Below Log Destroy after one year.

d. Classified Document Receipts Destroy after two years.

e. Courier Receipts Including Destroy after three months.
Top Secret
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ITEM NO. A EHEE 2o fiaR MY 45746061000200845 n INSTRY
8 MACHINE LISTINGS
Statement of Advance Accounts, Alpha 2 Temporary. Retain current listing only.
Listing, Expense Listing by FAN Number and Destroy previous listing upon
Object Class. Used by auditors in connection recelpt of current one.
with their day to day work. (M..,—/\M‘J->
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